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CAC THAO TAC CO BAN
TREN BANG




NOi dung:
1. Cap nhat dir lieu
2. Sap xép di liéu
3. Loc di¥ lieu

4. Tim kiém don gian



1. Cap nhat dir lieu

a) Thém ban ghi moi

= HOC_SINH
MaSo -| HoDem =~ Ten - &GT - MNgSinh - | DoanVien - Diachi - To - Toan - Li - Hoa
1 Mguy&n An  Nam MNam 08/12/1991 6 Nghia Tan 1 7.2 8.5
2 Tran Van Giang  Nam 21/03/1991 L] 12 Dich Vong 2 7.0 7.5
3 L& Minh Thu M¥ 05/03/1991 & Mai Dich 2 8.3 9.0
4 Dodn Mai Chi Mir 14/02/1990 L] 78 Liéu Giai 1 7.4 8.7
5 H& Minh Ba Mam 30/07/1991 45 CAu Gidy 3 2.0 7.0
6 Nguyén Xuan Minh Nam 12/06/1991 34 L& Hong Phong 4 8.0 7.0
7 Tran Thanh Mai M¥ 12/06/1991 32 Giang vd 1 7.0 7.5
8 Nguy&n Minh Nam MNam 14/02/1990 231 Hao Nam 3 8.0 6.1
9 Hoang Xudn Thanh N 27/12/1991 123 Gidng Vi 1 9.3 8.9
* | Thém ban ghi méi & day (m] 0 0.0 0.0

b) Chinh stra ban ghi

Can chinh slra ban ghi nao thi nhay chuét vao dé dé chinh



1. Cap nhat dir lieu

c) Xoa ban ghi

* Khi xo0& ban ghi thi khéng thé phuc hbi

= HOC_SINH
MaSo - | HoDem =~ Ten - GT -~  MNgSinh - | DoanVien - Diachi - To - Toan - Li - Hoa -
1 Nguyén An  Nam Mam 08/12/1991 6 Nghia Tan 1 7.2 B.5 10.0
2 Tran Van Giang  Nam 21/03/1991 L] 12 Dich Vong 2 7.0 7.5 7.5
3 L& Minh Thu N 05/03/1991 6 Mai Dich 2 8.3 9.0 8.3
4 Dodn Mai Chi Mk 14/02/1990 L] 78 Liéu Giai 1 7.4 8.7 9.4
5 H& Minh Ba Mam 30/07/1991 45 CAu Gidy 3 2.0 7.0 6.5
6 Nguyén Xuan Minh Mam 12/06/1991 34 L& Hong Phong 4 8.0 7.0 9.5
7 Tran Thanh Mai M 12/06/1991 32 Giang vd 1 7.0 7.5 7.5
8 Nguyén Minh Nam Mam 14/02/1990 231 Hao Nam 3 8.0 6.1 6.4
o tinfesvedn Thanh M 27/12/1991 123 Gidng Vi 1 9.3 8.9 9.0
; 1= New Record O 0 0.0 0.0 0.0
=% Delete Record
6 Cut
Eyy Copy
I[ Bow Height...



2. Sap xép di liéu

Vi du: sap xép theo tén tang dan theo bang chiv céi

r = Mew Z Totals p EEC Replace EE Calibri -1 .
H Save ﬁ&pelling ) 2> GoTo~ o S ) L
Remove Sort Toggle Filter Riﬁ,h )(, Delete - D Maore = Find [} Select - F}tI}ECtI.IC.I.I Wi:;ltoiusv S '& - & VE=E= ‘ﬁ N
Sort & Filter Records Find Window Text Formatting
H HOC _SINH
MaSo ~| HoDem - Tem - GT ~-| MgSinh - |DoanVien -~ Diachi - To - Toan - Li - Hoa - Van
1 Nguy&n An | Nam Mam 08/12/1991 6 Mghia Tan 1 7.2 8.5 10.0
2 Tran Van Giang  MNam 21/03/1991 L] 12 Dich vong 2 7.0 7.5 7.5
3 L& Minh Thu M 05/03/1991 & Mai Dich 2 8.3 9.0 8.3
4 Doan Mai Chi N 14/02/19%0 L] 78 Lidu Giai 1 7.4 8.7 9.4
5 HE Minh Ba MNam 30/07/1991 45 CAu Gidy 3 8.0 7.0 6.5
& Nguy&n Xudn  Minh Mam 12/06/1991 34 L& Hong Phong 4 8.0 7.0 9.5
7 Tran Thanh Mai ML 12/06/1991 32 Giang Vo 1 7.0 7.5 1.5
2 Nguy&n Minh  Nam Mam 14/02/1930 231 Hao Nam 3 8.0 6.1 6.4
9 Hoang Xudn | Thanh N[ 27/12/1991 123 Gidng V& 1 9.3 8.9 9.0
*  (New) [m] 0 0.0 0.0 0.0




3. Loc di¥ liéu

loc theo 6 di¥ liéu
dang chon

Y %l Ascending T Selection - @ =] [
H .

£ . )
D d .| Advanced = o =
rner Av Descending [ P loc theo mau
7# Remove Sort | T

Sort & Filt: le Filter By Form

Y_ Apply Filter/Sort
T)‘ Advanced Filter/Sort...
¢
Y
= =
MasSo - HoDe|
1 Nguyén X
=—r = _— — L
2 Tran V& "¢ Descending Equals "Mir" Ve 3 Spelling 2 GoTo~
- Find Sizeto  Switch
Remove 5 Does Mot Equal "N lete - I:l Mare ~ h Select™  Fit Form Windows ~
Contains "Nii" tecords Find Window
Does Mot Contain "Moo
Vi du: loc theo hoc sinh nir
y=| HoDem ~«| Ten =| GT =~ MgSinh - | DoanVien - Diachi ~ To - Ti
1 Nguyén An  Nam Nam 08/12/1991 & Mghia Tan 1
2 Tran Vin Giang  MNam 21/03/1991 L] 12 Dich Vong 2
3 L& Minh Thu Nk 05/03/1991 6 Mai Dich 2
4 Dodn Mai Chi Mir 14/02/1990 [l 78 Lidu Giai 1
5 HG Minh Ba Mam 30/07/1991 45 CHu Gidy 3
6 Nguy&n Xuan Minh Mam 12/06/1991 34 L& Hbng Phong 4



3. Loc di¥ liéu

Loc theo gi6i1 tinh nam, t6 2 nhu sau:

Z & RsLenuiny LR L= =L L] §

Can xoa diéu kién loc hién tai
trudc khi thwe hién loc méi

Hﬂ L= INEV A Ldi [T HEFJII:ILE . | e
>
2l Descending '@Advanced' D,-.,FUI.-. H Save ﬁSpelling Eo 2 GoTo~ iding '@Advanced* I |-=,HSE
] i o
Remove Sort glete - D Mare - Q Select - e Sort g( Clear All Filters y
Sort & Filt ¥ Fifter By Form Records Find + & Filt! T=m Cilter Dv. Coren I
!E'E Apply Filter/Sort
Y, Advanced Filter/Sort... @
|
MaSo - HoDel dgSinh -~ | DoanVien -~ Diachi
 Nguyén 08/12/1991 6 Nghiia Tan
2 Tran VA 21/03/1991 [l 12 Dich Vong
3 L& Minh Thu N 05/03/1991 & Mai Dich
Descending Ehdvanced' Save v Spelling ) Go To ) I_'l_.
ter Refresh Find Sizeto  Switch B T
Remaove Sort Y Toggle Filter All )( Delete ~ More Select Fit Forrm Windows =
Sort & Filter Records Find Window
=
MaSo HoDem Ten GT MNgSinh DoanVien Diachi To Toan
"Nam" [m]



3. Loc di¥ liéu

, , X Can xoa diéu kién loc hién tai
Cac budce tiép theo: treéc khi thue hién loc méi

= s |
iding o] Advanced - ”EI s

D ofr el

e Sort( ¥, Clear All Filters

FHTEr BY FOrm s v e 1 A Filti T=m . D.. Coven |

ST

JE

Apply Filter/Sort

Y Advanced Filter/Sort...
T Load from Query...
2| H Save As Query
T Delete Tab . . . .
MaSo HoDi NgSinh DoanVien Diachi To Toan
< Clear Grid O a o
"5 Close

7\
B @ HOC_SINH

MaSo ~| HoDem ~| Ten ~| GT -¥ MNgSinh -~  DoanVien - Diachi -~ To - Toan - Li - Hoa - Van
E Tran Van Giang  MNam 21/03/1991 [] 12 Dich Vong 2 7.0 7.5 7.5
*| (New) [m] 0 0.0 0.0 0.0

Két qua & hinh 4



4. Tim kiém don gian

Cach thwc hién nhw trong MS Word p “4c Replace

. = GoTo~
in
t3 Select -
Find

T6 hop phim tét cling 1a Ctr + F



Bai tap van dung:

S dung CSDL da cho sdn (QuanLy HS) dé thwe hién lan lwot cac cong viéc:

1. Thém 01 ban ghi la thong tin cda hoc sinh (ho tén, gi&i tinh, ngay thang nam sinh, ...)
2. Sap xép bang HOC_SINH theo t6 tdng dan
3. Loc theo gi&i tinh “Nam”

4. Xoa diéu kién loc trén, thyc hién loc theo diéu kién méi: hoc sinh niv, td 2 va co diém
toan I&n hon 8



